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This is the scope and depth of editorial 
material that made MODERN OFFICE 
PROCEDURES the most widely read 

. .. Most often quoted magazine in the 
office field in 1966. 


It is the kind of editorial that creates 
an unexcelled selling environment 
for advertisers of office furntiure, 
equipment, supplies and services. 


ACCOUNTS RECEIVABLE/PAYABLE 


"At The End Of The Day: No ee ii 

"Invoice Statement Needs Redesigning". 

"Magnetic Photos Furnish Facts Fast" 

"Merge Working Fund Accounts", . . 

"New Pattern Smooths Workflow". nas 
"Small-Scale System, Large-Scale Benefits". . 6% 
"System That Speeds Readin', 'Ritin', And 'Rithmetic". 


ADDRESSING 


"Plan For Paper Handling" 
"The Real Right Way To Abbreviate State Names". 


ASSOCIATION ACTIVITIES & RESEARCH 


"BEMA Anniversary Features Age Of Information". . 

"DPMA Announces Research Grant" 

"DPMA Products Review", ..... . . . 
"DPMA Report: Don't Buy A Sick System; Computers Reach Homes; 


New Uses, More Jobs" ss 
"8th BEMA Show Features Latest Office Products", 
"Montreal Hosts SPA Meeting" 

"NSOEA Presents: ‘Ideas, Ideas, Ideas'", 
"SPA Offers Research Grant" 


BUDGETING 


"Are You Afraid To Enforce Work Rules?". ....+0+ee0e020000. Sept. 
"Douglas Fuels Up For 30 Years Of Profit". 

"Educate Your Worker To Production-Profit Picture" 

"How To Buy Profits" ; 

"How To Slice A $10 Million Melon". 

"New Minimum Wage Law To Cause Payroll Spiral". 

"Set Your Production Sights High" 

"Small-Scale System, Large-Scale Benefits" 


COMMUNICATIONS 


"A Grammar Lesson, But Full Of Heart". . 

"Anybody Around Here Got A Dictionary?". .....250+eeeed Feb, 
"Apostrophes Aren't Always Needed" 

"Are Your Executives Fogbound ?" Git Ae OS we ee ee ee Jan. 
"Brides-To-Be Love This System" 

"Communications Pipeline Boosts Standard Oil Profits" 
"Computer Phones Fast Answers" 

"How To Bury The Boss" 

"Incentives Improve Paychecks And Profits" 

"Make Profits An Office Product" 

"Office Schoolbells Ring In New Efficiencies" 
“Offices: Part Of All Key Operations" 

"Plan For Paper Handling" 

"Road Map To Profit" 

"Small-Scale System, Large-Scale Benefits" 

"Superior Procedures Build Superior Products" 

"System That Speeds Readin', 'Ritin', And 'Rithmetic" 
"Take A Tip From This Broker" 

"The New Need For Brevity" 

"This Bank Knows Who's Who 

"Ways To Talk Savings" 

"Wired For Communications" 


COST ACCOUNTING 


"Computer Phones Fast Answers" . 
"Freeda--A Breakthrough In Computer Technology 2". . 
"Office Buyer's Guide: —_—" Machines And Calculators". . 
"This System Pays Dividends". 

"Workin' On The Road", 


DICTATING 


"Business Letter Costs Increase". . . . 
"Incentives Improve Paychecks And Profits"... ss 4- 
"Make Profits An Office Product". 

"Ways To Talk Savings". ...... 





ELECTRONIC APPLICATIONS 


"A Business Picture In An Instant" 

"A New Record For Social Security". 

"Communications Pipeline Boosts Standard Oil "Profits", 

"Computer Phones Fast Answers" 

"Computers Need People" r 

"DPMA Report: Don't Buy A Sick System; Computers Reach Homes; 
New Uses, More Jobs". ..... 

"Format For Fast Billing" 

"Garland's Magnetic Tape Measure For Fashions", 

"How To Bury The Boss". 

"How To Control Data Processing Costs" 

"How To Meet 1,500 Deadlines A Month" 

"Magnetic Photos Furnish Facts Fast" 

"Office Buyer's Guide: Computers" 

"Office Buyer's Guide: Scanners". . 

"Offices: Part Of All Key Operations". ... 

"Profile Of A Systems Manager" 

"Remove Cramps In Crowded Quarters". 

"Right Department Receives Reports" 

"Rockwell Schoolhouse Fields Winning Team" 

"Small-Scale System, Large-Scale Benefits". 

"Superior Procedures Build Superior Products". ee 

"System That Speeds Readin', 'Ritin', And 'Rithmetic". . . . 

"This System Pays Dividends", ‘ 

"Three Ways To Capture Customers"... . 

"$2 Million Less On The Shelves". 

“Wired For Communications". . 


FILING & RECORDS PROTECTION 


“Bank's Central File Deposits Big Savings" 
"Brides-To-Be Love This System" 

"Business Goes Underground" 

"Clean System For Filing Stencils" 

"For Fast Reference File An Extra Copy" 
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"Magnetic Photos Furnish Facts Fast" 
"Protect Your Business Figures" 

"Right Department Receives Reports" 
"Summary Card For Personnel Folder" 
"Working Files Simplify Drawing Changes" 


FORMS CONTROL 


"Bank's Central File Deposits Big Savings" 
"Brides-To-Be Love This System" 

"Format For Fast Billing" 

"Guide For Fast Service" 

"Helpful Tip For Filing Folders" 

"How To Bury The Boss" 

"How To Buy Profits" 

"Invoice Statement Needs Redesigning" 
"Profile Of A Systems Manager" 

"Right Department Receives Reports". 
"Summary Card For Personnel Folder". 
"The New Need For Brevity’ 

"This System Pays Dividend". 

"What You Can Learn By Snooping". bs 


FURNISHINGS & LAYOUT 


"A Good Buy In Office Space" 

"Blueprint For A Smooth Office Move". . . 

"Business Goes Underground". .......2.0ee000-8 
"CBS/51W52--Design For Management" 

"Divide And Decorate", 


"Floor Plan For Better Business". . . . ° 
"Format For Fancy Functional Floors". . . » May 
"Furnishing A Factory:--A Practically Beautiful Or Beautifully 
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"How To Stay Young". . . i se ee » Obts 
"How To Work With An Office Designer". 6 8 Oe 40 0.8 © SO CTD 
"Hub Of The Office". ... coe o we 6 oS 
"Kaydon: A Lesson In Good Planning". ° - ovece« DOC. 
"Make The Balcony An Executive Office". ... i e444 See 
"New Pattern Smooths Workflow". ......4. tec oe oa 
"Offices: Part Of All Key Operations", ...... ooee« oO. 
"Offices That Sell Themselves". . . é bs 6 5 eee 
"Pack More Efficiency In The Same Space" ‘6 4 0s Ole 
"Pick A Desk That Works" so eeen” 
"Purchasing Bids For Better Design" db oe ¥ oS 
"Put Your Work Behind You". . . irk eae ee ae 
"Putting Prestige In A Professional Office"... . July 
"Remove Cramps In Crowded Quarters", » + « May 
"Shaping An Impressive Office". . . ae . » « June 
"Smart Office Packaging". ...... cee e ony 
"Take A Tip From This Broker" Sept. 
"Textures Transform Offices"... . ; Tere r 
"The Care And Housing Of Executives" PiAKRODME TS ESD OO OEES 


GENERAL BUSINESS INFORMATION 


"A Grammar Lesson, But Full Of Heart", .... 4+ ++ «++ + «March 
"A New Record For Social Security". Pa 

"All U. S. Patents To Be Microfilmed By Mid 68", 

"Anybody Around Here Got A Dictionary?". 

"Apostrophes Aren't Always Needed". 

"Are You Afraid To Enforce Work Rules ?". 

"Are You Your Company's Worst Enemy ?". . 

"Are Your Executives Fogbound?", .....+e.se+s- ‘ 

"Are Your Office Manners Up-To-Date?",...... 

"Blueprint For A Smooth Office Move" 

"Brains On Top Spell Profits" 

"Business Letter Costs Increase" 

"Business Needs More Women Managers" 

"CBS: Why We Build" 4 
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"Coming: Tax Relief For Moving Expenses" 

"Computers Need People" 

"Distributor Needs Manufacturer" 

"Don't Be Mean To Readers About Averages". . . 

"Douglas Fuels Up For 30 Years Of Profit" 

"Executive Office Does Double Duty". 

"Freeda--A Breakthrough In Computer Technology 2" rere ee Feb, 
"Go-Getters Make Companies Tick" March 
"Hothouse Managers--Firestone Grows Its Own", 

"How Good Is A Pen?",.... ° ee ek 
"How To Buy Profits" . »March 
"How To Control Data Processing Costs", e « » «dune 
"How To Measure And Reward Good Work" 

"How To Meet 1,500 Deadlines A Month" 

"How To Slice A $10 Million Melon" 

"How To Work With An Office Designer". .. . 

"Incentives Improve Paychecks And Profits". . 

"Is There A Bug In Your Boardroom?"., ..... 

"Is Your Office Working For The Government?"...... 

"Job Fitters Play A Hit-And-Miss Game", . 2. ee ee ee eee 
"Kaydon: A Lesson In Good Planning". . . as 

"Local Taxes Increase Paperwork Without Really Trying". o 3 6 6 0 6 INOVe 
"Making Room For Ideas". ....- ee . Nov. 
"Management Struggles With Supermen", See bee 3 9 6.46 CRED 
"Meticulous? Smile When You Say That, Podner"......... Oct. 
"Modern Methods Double Output"... 2.2.66 +++ eee eee « eduly 
"New Hope For Instruction Writers", . 2.2 +e eee ee ee oe eo June 
"No Money Needed". . . Kb eo oe 6 oe 
"Office Schoolbells Ring in New Efficiencies". .........4. Dec. 
"Offices: Part Of All Key Operations". . 2.66 eee eee eo « OCte 





"Peeping Toms Aren't People Finders". . 

"Petty Thievery--What Does It Cost You?". 

"Profits And People--The Perfect Marriage" 

"Protect Your Business Figures", . . . 

"Put A Tiger In Your Office". . 

"Road Map To Profit" 

"Rockwell Schoolhouse Fields Winning Team" 

"Supervisors Are Mirrors Of Management". 

"The Office Man On The Move" Aare 
"The Procedure Behind A Successful Zero Defects Program’ 
"The Real Right Way To Abbreviate State Names" 

"The State Of The Unions" 
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"This System Pays Dividends" 

"Three Ways To Capture Customers" 

"What You Can Learn By Snooping" 

"What You Can Learn From Direct Mail" 

"Workin' On The Road" 

"You Can Afford More Brainpower" 


INSURANCE 


"Deferred Compensation: How To Reward And Protect 
Key Employees" 

"Office Buyer's Guide: Business Insurance" 

"Protect Your Business Figures". . . . 


INVENTORY CONTROL 


"A Business Picture In An Instant" 

"At The End Of The Day: No Inventory" 
"Garland's Magnetic Tape Measure For Fashions" 
"$2 Million Less On The Shelves" 

"Wired For Communications" 


LIGHTING, SOUND CONTROL L 


"Smart Office Packaging" 
"Textures Transform Offices" 


MAILROOM 


"ieee Fines? WHOPG'S THOT?” . 6 6.65 66 0 0 4 oe we ree July 
"Incentives Improve Paychecks And Profits" 

"Office Buyer's Guide: Folders" 

"Plan For Paper Handling" 

"The Real Right Way To Abbreviate State Names" 

"What You Can Learn From Direct Mail" 

"Zero Hour For ZIP Draws Near" 


PAYROLL 
"How To Measure And Reward Good Work" 


"Incentives Improve Paychecks And Profits" 
"Is Senta Dead?" ...5.% 


"Is Your Office Working For The "Government ?" Riel did S ae Soa 4 Nov. 


"Set Your Production Sights High" 
"Small-Scale System, Large-Scale Benefits" 


PERSONNEL 


"Are You Afraid To Enforce Work Rules ?". 

"Are You Your Company's Worst Enemy ?". . . 

"Are Your Office Manners Up-To-Date?".......+-++6- ane 
"Brains On Tap Spell Profits". 


"Business Needs More Women Managers". 
"Douglas Fuels Up For 30 Years Of Profit". 
"Easy-To-Make Organization Chart" 
"Educate Your Workers To Production~Profit Picture", 
"Executive Office Does Double Duty" 
"Go-Getters Make Companies Tick". 
"Hothouse Managers-Firestone Grows Its ‘Own", 
"How To Bury The Boss" 

"How To Control Data Processing Costs" 
"How To Measure And Reward Good Work" 
"How To Slice A $10 Million Melon" 

"How To Work With An Office Designer" 
"Incentives Improve Paychecks And Profits" 
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"Is Your Office Working For The Government?", ......+6e6-¢ 


"Job-Fitters Play A Hit-And-Miss Game" 

"Make Profits On Office Products" 

"Making Room For Ideas" 

"Management Struggles With Supermen" 

"Medicare - What The Office Executive Should Know" 
"New Minimum Wage Law To Cause Payroll Spiral" 
"Office Schoolbells Ring In New Efficiencies". ... 
"Peeping Toms Aren't People Finders" 

"Petty Thievery - What Does It Cost You?"..... 
"Profile Of A Systems Manager" 

"Profits And People - The Perfect Manager". . 

"Put A Tiger In Your Office" 

"Road Map To Profit". 

"Rockwell Schoolhouse Fields — Team" 

"Set Your Production Sights High". . 

"Summary Card For Personnel Folder". 

"Supervisors Are Mirrors Of Management" 

"The Procedure Behind A Successful Zero Defects Program" 
"The State Of The Unions"... . 


"The T Group Training Or Trauma ?", ; ; hk eRe OOS ce 


"Three Ways To Capture Customers" 
"You Can Afford More Brainpower" 


PRINTING 


"Brides-To-Be Love This System" 

"Clean System For Filing Stencils" 

"Guide For Fast Service" 

"How To Bury The Boss" 

"Invoice Statement Needs Redesigning" 

"Modern Methods Double Output" 

“Office Buyer's Guide: Folders" 

"Office Buyer's Guide: In-Plant Printshop Cameras" 
"Office Buyer's Guide: Offset Masters" 

"Plan For Paper Handling" 


PRODUCTION CONTROL 


"Freeda - A Breakthrough In Computer Technology" 
"Garland's Magnetic Tape Measure For Fashions" 
"Kaydon: A Lesson In Good Planning" 

"Set Your Production Sights High". . ee 
"Superior Procedures Build Superior Products". . . 
"Ways To Talk Savings". 

"Wired For Communications". . . . 

"Working Files Simplify Drawing Changes". 


PURCHASING 


"A Good Buy In Office Space". . 

"How To Buy Profits". . . 

"Purchasing Bids For Better Design". ....... 
"Small-Scale System, Large-Scale Benefits", ..... 
"Superior Procedures Build Superior Products". . 





"$2-Million Less On The Shelves". . 
"Use Rubber Stamps As Check-Offs", 


RECEIVING 


"Business Goes Underground", 

"Floor Plan For Better Business". 

"Garland's Magnetic Tape Measure For Fashions". 
"Superior Procedures Build Superior Products" 
"Take A Tip From This Broker" 


SALES ORDER 


"At The End Of The Day: No Inventory" 
"Garland's Magnetic Tape Measure For Fashions" 
"Small-Scale System; Large-Scale Benefits" 
"Take A Tip From This Broker" 

"$2-Million Less On The Shelves". . 


SHIPPING 


"At The End Of The Day: No Inventory" 

"Blueprint For A Smooth Office Move" 

"Business Goes Underground" 

"Garland's Magnetic Tape Measure For Fashions". . . 
"The Office Man On The Move" 

"$2-Million Less On The Shelves" 

"Wired For Communications" 


SPECIFICATION CHARTS 


"A Guide To Paper Gathering" 

"Adding Machine And Office Calculator Specifications Charts". . 

"Automatic Typewriters Specifications Chart" 

"Business Insurance Specifications Chart" 

"Folding Machine Specifications Chart" 

"In-Plant Printshop Cameras Specifications Chart" pi 

"Medium And Large-Scale Business Computer Specifications Chart". March 

"Microfilm Equipment Specifications Chart" 

"Office Collator Specifications Chart" 

"Offset Duplicator Specifications Chart" 

"Offset Masters Specifications Chart" 

"Optical Scanners, Magnetic Ink Character And Bar Code Reader 
Specification Chart" 


SUPPLY & EQUIPMENT DATA 


"At The End Of The Day: No Inventory" 
"Easy-To-Make Organization Chart" 
"Format For Fancy Functional Floors" 
"Format For Fast Billing" 

"Guide For Fast Service" 

"New Products Review" 

"Offices: Part Of All Key Operations", 
"Take A Tip From This Broker" 


SURVEYS 


"Coming: Tax Relief For Moving Expenses" 

"How To Bury The Boss", 

"Is Santa Dead ?" 

"Is Your Office Working For The Government 2", oe 
"Protect Your Business Figures" 

"The Office Man Qn The Move". 





